DEPARTMENTS OF THE ARWY AND Al R FORCE ANNOUNCEMENT #: ANG 01- 2004
OFFI CE OF THE ADJUTANT GENERAL

NORTH CARCLI NA NATI ONAL GUARD OPENI NG DATE: 05 March 2004
HUMAN RESOURCES COFFI CE CLOSI NG DATE: 22 March 2004

4105 REEDY CREEK ROAD

RALEI GH, NORTH CARCLI NA 27607- 6410 ANTI G PATED FI LL DATE: 02 May 2004

POSI TI ON TI TLE AND NUVBER:
Human Resources Specialist (Mlitary/Information Systens)

80526E00

PCN: 774315

GRADE AND SALARY: (Includes Locality Pay of 10.09% UN T/ ACTIVITY AND DUTY STATI O\
GS- 0201- 09 145 M ssion Support Flight

$39, 690 - $51, 599 per annum NCANG, Charlotte, NC

AREA OF CONSI DERATI ON:

The area of consideration for this position is NCANG FULL TI ME SUPPORT PERSONNEL ONLY.
Applications will only be accepted fromcurrent Excepted enpl oyees of the North Carolina
A r National Quard.

HOW TO APPLY: TECHNI CI AN Applicants interested in the technician position nay apply by submtting an
Ootional Application for Federal Enployment (Optional Form 612), resunme or any other form of
application. It is required that the Know edge, Skills and Abilities (KSA) |isted bel ow be addressed
and attached to the application. NOTE Information that nust be provi ded when applying for a
technician position is as follows: announcenent nunber; name; address; tel ephone nunber; soci al
security nunber; date of birth; citizenship; education;, work experience; and other job-rel ated

qual i fications.

Applications nust be sent to: North Carolina National CGuard, ATTN. OTAGNC HRO, 4105 Reedy Creek
Road, Ral ei gh, NC 27607-6410, to be received not later than the cl ose of business on the above
i ndi cated cl osing date.

QUALI FI CATI ON REQUI REMENT:  TECHNI G AN.  Must have 24 nont hs speci alized experi ence which
denonstrates the applicant has acquired the below |isted KSA s.

KNOM.EDGE, SKILLS & ABILITIES (KSA'S)

Bel ow are listed the KSA's for this position. Each technician applicant nust address each
KSA individually in paragraph format by explaining any civilian and mlitary work
experience (with dates) that provided that KSA. These comrents nmust be addressed in the
order they appear bel ow and attached to the application when applying for the position.
Applications nust reflect duties and responsibilities of positions/jobs addressed. This
must be on the application/resunme. The KSA's nust be addressed on a separate sheet of
paper. Failure to include attachnent of the KSA Statement will result in your application
not being considered for enploynent. ASSI STANCE | N COVPLETI NG THE KSA STATEMENT NAY BE
OBTAI NED BY CALLI NG 919/ 664- 6172 OR 704/ 391-4169.

1. Know edge of personnel rules, regulations, and policies.

2.  Know edge of governnent-w de rules, regul ations, |aws, and policies governing the type
of transactions being dealt wth.

3. Ability to develop tools in gathering information, data, and preparing reports.

CONDI TI ON OF EMPLOYMENT:  Cccupants of this position nust maintain continuous mlitary
menbership in the North Carolina Air National Guard (NCANG . NCANG status (mlitary
grade, DAFSC, military unit) and experience nust be entered on the applicafion. The
recommended applicant wilT not be approved for appointnment until they occupy a conpatible
AFSC in the NCANG shown under Mlitary Assignnent on the reverse side of this
announcenent. The applicant selected for this position will be required to participate in
the Direct Deposit/Electronic Fund Transfer Program

M LI TARY ASSI GNMENT:  Assignnent in an Enlisted position in the Mssion Support Flight,
NCANG AFST. 3SUXT, 3S0X0, 3A0X1 and appropriate mlitary UVD grade.

EVALUATI ON FACTORS USED: Personal interviews, review of application and the KSA
Statenent. (KSA statenent will be evaluated by the Personnel Staffing Specialist to
determine mninumqualifications and by the interview panel to determ ne the best
qualified.)




ANG 01-2004  (Cont’ d)

PRI NCI PAL DUTI ES AND RESPONSI BI LI TI ES: Provi des broad managenent advi sory services
Analyzes and resol ves operational probl ens and ensures conpliance with mlitary hunan
resources policies, regulations, objectives and nanagenent procedures. Provides direction
and gives advice to section chiefs and representatives of services organizations on methods
of approach to systens rel ated discrepancies discovered through analysis. Mnitors
corrective actions. Interprets Departnent of Defense (DCOD) directed or |egislative
policies affectlnP the Mlitary Personnel Data System and recommends enhancenents
Resol ves technical problens. Mnitors the overall operations of the MIlitary Personne
Data System Plans, directs and performs system managenent, quality assurance, system
inquiry, trend analysis, snall conputer operations/managenent and systemresearch
Provi des gui dance and assi stance to unit commanders and user personnel on nanagemnent
capabilities of the systemthrough the use of pertinent managenent information readilﬁ
avai l able. Provides staff advisory guidance to the MPF, Units, Commanders and ot her base
or Ceographically Separated Unit (GSU) functional activities on solutions and feasible
approaches to the utilization of the litary Personnel Data Systemin specific, and the
hunman resources military programin general. Interprets manuals, regul ations,
i nstructions, and other correspondence to determne the inmpact on the Mlitary Personne
Data System Plans, directs and coordi nates operations of the Rrsten1mnth|n exi sting
policies and objectives. Advises the Human Resources O ficer (Mlitary) and the inmediate
supervi sor on all adverse conputer related issues. Researches system probl ens and
determ nes solutions. Advises all MPF work functions and other agencies using articles on
conputeri zed system changes to achi eve tinmely and accurate inplementation. Coordinates with
AF, Air Reserve Personnel Center, The National Quard Bureau, Air National State
Headquarters and base functional areas on new data hunman resources prograns and system
rocedures. Serves and the MPF |iaison for systens with higher headquarters, MPF work
unctions, unit commanders, etc. Adninisters Mlitary Personnel Data Systemtraining
prograns for the MPF and other users of the system Perfornms formal and informal training
on utilization of the Mlitary Personnel Data System and other related systems to all
users. Researches, devel ops, reviews, and updates training materials to include training
outline, lesson plan, and charts. Obtains and arranges classrooms, audiovisual equipnent,
and on-line conputer training aids. Analyzes and conpares data between the mlitary
personnel data systemand interfacing systens. Analyzes products by conparing and
verifying data for msnmatched or nmissing data. I|dentifies discrepancies, takes corrective
actions, and reports to appropriate functional OPR  Advi ses nanagers of nethods to limt
invalid data input and sugPest enhancenents to procedures based on a broad know edge of the
human resources career field. Directs, manages and controls the operati on and mai ntenance
of the Personnel Concept |11 gPC I11) system As the Endpoint System Admi nistrator (ESA),
the incunbent is responsible for devel opnment of |ocal usage policy, plans, prograns,
installation, operation and maintenance for this system Updates users on current system
information and inforns users on how to extract and use of Information that is pertinent to
their organization. Provides system admi nistration and perforns system managenent.
Anal yzes organi zation structure and unit commanders’ needs to ensure each organization
supported has access to only the records they need. Controls s¥sten1security. Est abl i shes
user IDs and Passwords. Anal yzes user actions within PC11. akes necessary action to
correct any security violations or abuse of the system Uses UNI X and DOS comrands to
correct any security violations or abuse of the system Uses Unix and DOS operating
systenms to follow the fault isolation procedures contained in appropriate vendor manual s.
Processes and nonitors the load of PClll systens rel eases and perforns backuP and restore
rocedures. Analyzes PClIl summary reports and audit trail logs to ensure all software,
ardware, and firnware are functionin proEerIy. Troubl eshoots all software and firnmare
robl ens associated with PCIIl and defers hardware Rgoblens to expert nmai ntenance.
nitors and controls the input/output for PCIII. nages, schedul es, conposes, nodifies
and retrieves query products, in specified formats for Internal and external users
Coordinates wi th host system manager to ensure incoming human resources data traffic is
processed conpl etely, tlneIY and I'n proper sequence. nstructs, maintains and nakes
changes to local and central tables and coordinates changes to these tables. Uilizes
available tools for file manipul ation, schedul es end of day processing, runs queries on-
line, and produces real-time Report of individual Personnel (RIP). Serves as the DEPCON
systens administrator. Perfornms conprehensive print-managenment and file-distribution for
m xed Blatforn1netmorks to include routlng, print files, producing hard copies, electronic
distribution, shared resource file distribution, archiving, and backups. Serves as
Aut omatic Data Processing Equi pment custodian for PCIl and |ocal unit conputer hardware.
Prepares conprehensive human resources nmanagenment reports. Receives, evaluates and
processes requests and when necessary, develops specialized products to neet unique )
anal yti cal needs using progranmm ng software such as Di scoverer Query Tool, Mcrosoft Ofice
applications to prepare, naintain, and produce executive reports. Devel ops, establishes
and mai ntains work function training prograns. Plans schedul es tasks and training )
activities for traditional status guard menbers. Oversees and conducts on-the-job training
)CUT? for personnel. Creates and devel ops | esson plans. Ensures availability of
facilities and training aids. Mpnitors the training status of personnel and ensures that
squIenentaI and/or reredial training is acconplished. Incunbent is responsible for
nobi | i zation and depl oynent readi ness of section personnel and equi pnent. Perforns other
duties as assigned

| NSTRUCTI ONS TO COMVANDERS/ SUPERVI SCRS:  Thi s POSi tion vacancy announcenent will be given
The broadest possible dissem nation. A copy of this announcenment will be posted to your
unit/activity bulletin board.

DI STRI BUTI O\
A B3 C3,_ G25 H3, J-3, K3 M N12, P-9, Q W2, Y-2, R HRO 20, AGAV-1, ACCS-3,
DCSANG 1, DCSLOG (4-4, DCSO -3, DCSPER-3, FMCB-2, 1G 1, SCSM 1, SRAA-1, VCSOP-1






